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APPLICATION FOR RECORDS RETENTION SCHEDULE 

4. 0INtoiSlri .s 
Earlieat Latest 

1972 Present 

S. Rlcords &firs T i e  (followed by M a  usad in office; if different) 

S E W  A p p l i c a t i o n  for  Community Action Program riles 

7. Record .%rirJ Description 

Documents relating to: the r e v i e w  o f  a p p l i c a t i o n s  for Community Action Programs by t h e  

S t a t e  Equal  O p p o r t u n i t y  Off ice. 

T h i s  f i le contains the following documents /include form numbersand rirles, if any): 
Attach samples of the file. 

- -. 

Included b u t  not l i m i t e d  t o  a r e ;  a p p l i c a t i o n  for  g r a n t ;  correspondence  concerning Governor's 
approval  o f  program; Community Service A d m i n i s t r a t i o n  (HEW), Statement of CSA Grant  
(Form 3 1 4 ) ;  and s i m i l a r  and r e l a t e d  documents .  

File i s  arranged: a l p h a b e t i c a l l y  b y  program name.  

____- 
8. Monthly Rderena Rate How often are records referred to which are: 

; Seven to twelve months old One to six months old 10 lo ; Thirteen to twenty-four months old 5 ,  
twmtv-five months and oldsr 3 ? 

-- - 
9. Annual Ri ta  of Accumulation of Romrds 

Lenwtize drawers 5; Legal-size drawers ; Shelves ;Other (specify) - 



11. Rmntlon Roquiremmtr The following requires the rr ler to be kept: 

Hud/Dati nee /SI nature) 

a. sutr Law years. d. Audit period years. 
-years. - 4. Administrative need - 5 years. b. Statute of limitation - - - -- 

c Frdrrel law years. f. Federal retention instructions 3 years. 

Date I Ramrda Mavagement Officer /Signarur+-) Date 

Am& copy or exart of laws or regulations. Explain administratiw need. 

A t t a c h m e n t  C ,  F e d e r a l  Management C i r c u l a r  74-7: U n i f o r m  A d m i n i s t r a t i v e  R e q u i r e m e n t s  
For Grants - In - A i d  t o  S t a t e  - and Local _I Government - - r e q u i r e s  a 3 y e a r  retention. 

-_ 
-. -_- -_ _- 

I 

12 Approvmd Dlapoaltion Instrudons This agency recommends that  the file series be cut oxat  the end of each: 

3 Calendar Year; B Fiacal Year: 0 Other I 
- 

_-_---then. 

Q Hold In tho currant files area mnth(s) 2 yeark); then 
0 Trrndr  to local holdlnq area; hold 
C trrndrr to Steta Records Center; hold ~ yeark); then 
G Destroy. 
0 Transfer to State Archives for permanent retention. 
91- I@ecitvl 

yearM; then 

s/j/76 LO.& % d M & A J  &b 

Remove the initial application for grant and the program progress review from each project 
and transfer to the State Archives for permanent retention; transfer the remainder of the 
files to the State Records Center; hold 3 years; then destroy. 

. ~ -~ - - -  ._ ~ 
- - .. ~ 

S-Il-7b 

The- instructions apply to a l l  prior and future accumulations of the series. 



i -  i 
! 

Depar tment  o f  Human R e s o u r c e s  
O f f i c e  o f  the commiss ioner  
S t a t e  Economic O p p o r t u n i t y  O f f i c e  
618 Ponce d e  Leon 
A t l a n t a ,  Georg ia  
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#6 c o n t i n u e d  

T h e  f u n c t i o n  of the S t a t e  Economic O p p o r t u n i t y  O f f i c e  i s  t o  i n c r e a s e  the 
q u a l i t y  o f  a n t i - p o v e r t y  programs i n  the s t a t e  t h r o u g h  g r a n t  r e v i e w ,  program 
i m p l e m e n t a t i o n ,  human r i g h t s ,  r e s o u r c e  mobilization and manpower t e c h n i c a l  
a s s i s t a n c e .  


